DOCaHENT BESUHE 



BD 130 121 



CE 008 668 



TITLE 



INSTITUTION 
SPONS AGENCY 

PUB DATE 
NOTE 



EDES PRICE 
DESCRIPTORS 



IDENTIFIERS 



Guidance Workshop Manual* "The Dictionary of 
Occupational Titles" — A Basic Tool for Counselors and 
Teachers. 

Project CAREER, Randolph, Mass, 

Massachusetts State Dept. of Education, Boston • Div, 
of Occupational Education • 
May 73 

21pc; Not available in hard copy due to marginal 
reproducibility of original document. For related 
documents, see CE 007 961-962 and CE 00 8 669 

MF-$0.83 Plus Postage. HC Not Available from EDRS. 
Guides ; Information Sources ; *Instructional 
Materials; Manuals; *Occupational Information; 
Resource Guides; Resource Materials l 
♦ Dictionary of Occupational Titles; Massacbnsextts ; 
Project CAREER 



ABSTRACT 

P?.rt of the Project CAEEEPv guidance component, this, 
manual was created to assist educators in understanding and 
effectively using the "Dictionary of Occupational Titles" (DOT) * The 
manual is essentially a workbook of exercises in DOT utilization. 
Materials excerpted from Appendixes A and B of DOT, Volume II, are 
appended. (TA) 



* Documents acquired by ERIC include many informal unpublished * 

* materials not available from other sources. ERIC makes every effort ♦ 

* to obtain the best copy available. Nevertheless, items of marginal * 

* reproducibility are often encountered and this affects the quality * 

* of the microfiche and hardcopy reproductions ERIC makes available * 

* via the ERIC Document Reproduction Service (EDRS) . EDRS is not * 

* responsible for the quality of the original document. Reproductions * 

* supplied by EDRS are the best that can be made from the original. * 



ERIC 



Guidance 
Workshop Manual 



The Dictionary Of Occupational Titles 
A Basic Tool for Counselors and Teachers" 



TC 



ABLE 



May 1973 



Project CAREER 
301 North Main Street 
Randolph, Massachusetts 02368 



Publication # 8139 

Approved By 
Alfred C. Holland 
State Purchasing Agent 



FOREWORD 



The infusion of occupational competence into the daily school experience 
includes more than the need for classroom-instructional type materials. All 
areas of the school environment should be equipped with the information 
which students seek about jobs. One vital area, of course, is the entire 
arena of pupil personnel services. The awareness, exploration, and skill 
development activities in classrooms must be supported and supplemented 
in the guidance offices and, ideally, in a career information resource center. 

One important resource document familiar to most counseling personnel is the 
Dictionary of Occupational Titles . The volumes of the "DOT" contain a wealth 
of information about thousands of occupations. Project CAREER feels that the 
DOT can be invaluable to educators as they continue to add ways of providing 
occupational competence programs; therefore, this manual was created to 
assist in understanding and using the somewhat complicated DOT effectively. 

The reader is referred to two other Project CAREER documents which relate 
directly to the DOT. The first, "Instructions for the Use of Career Preparation 
Analysis Charts (Careerograms) " , introduces and details the use of a 
comprehensive chart synthesizing vital information about individual occu- 
pations. The second document is a compilation of careerograms for the 
122 Project CAREER occupations under investigation. Another guidance related 
manual on the establishment of "Career Information Centers" is also available 
from the Project. Hopefully these materials will be of significant assistance 
to school personnel. 

The materials presented in this document have been developed in consultation 
with Dorothea C. Overholt, past Director of the Career Resource Center, 
Newton Public Schools, Newton, Massachusetts. 

Since the contents of this manual represent a guided, step by step exercise 

in the DOT utilization, it will be necessary for the user to have before him/her 

Volumes I and II of the DOT. 

Vincent P. Lamo 
Director 
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SOME REASONS FOR USING THE 
DICTIONARY OF OCCUPATIONAL TITLES 



The DOT is a nationally recognized, standard method for classifying 
occupational information. 

The United States Employment Service uses the DOT classifications for 
matching applicants with job openings in their placement program. 

The DOT is considered the best classification system for setting up a 
career resource center. (See the CAREER INFORMATION SERVICE, page 35.) 

Much of the commercial and free occupational information available is 
classified and described according to the DOT. . . 

Volume I contains nearly 22,000 job descriptions for separate occupations 
arranged alphabetically by job title. It enables a counselor or teacher to be 
exact about job titles and descriptions when talking with students. However, it 
must be understood that jobs are described in broad, all-inclusive terms, 
snd job definitions should be supplemented by information concerning specific 
jobs in pariJcular industries or localities. 

Volume U halps in talking with students about occupational fields and 
job ladders or relationsi'iips. For example, turn to Volume II, page 39 and 40. 
Occupations in Medicine and Health. 
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HOW DO YOU USE THE 
DICTIONARY OF OCCUPATIONAL TITLES 



Volume I - The Dictionary 

Use just as you would an ordinary dictionary to look up a job title. 
Titles are exact, and the dictionary can be a bit difficult to use when looking 
up a general title such as "doctor". 

Sometimes titles are reversed as in draftsman , architectural . 

Each title has an industrial designation in parenthesis and a 6 digit 
classification number following the title as in cabinet maker (woodworking) 
660.280 



The classification number is important for: 

1. Classifying, filing and retrieving occupational information in a 
Career Resource Center, 

2. Using Volume II which is arranged according to classification numbers. 
3-. Identifying an occupaUoo in category , division and group , and in using 

the last three digits to I'.nderstand worker traits in relation to data, 
people and things. 



WHAT IS THE MEANING OF THE 6 DIGIT CLASSIFICATION NUMBER? 

Turn again to Volume II, page 1, Occupational Categories, Division and Groups. 

EXAMPLE: Surveyor 018.188 
1st digit, 0, designates occupational category : professional, iechntca! and manageria 
2nd digit, 01_, designates occupational division : Engineering and architecture 
3rd digit, 013, designates occupational group : surveyors 

THE FIRST THREE DIGITS ALWAYS DESIGNATE THE CATEGORY, DIVISION AND GROU 



The last three digits designate the occupation's relation to DATA, PEOPLE 
AND THINGS in that order. Turn to Volume I, page XVI 11. 

To continue the example of Surveyor 018.188 
4th digit, 018.}./ indicates relation to data : coordinating 
5th digit, 018.18, indicates relation to people: insignificant 
6ih digit, 018.188, indicates relation to things : insignificant 

Interpretation of DOT number 018.188: Surveyor is a professional 
level occupation in the field of architecture and engiiieering. He coordinates 
data and has no significant relation to people and things. 
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WORKSHEET FOR LEARNING TO USE VOLUME I OF THE D.O.T. 

In Volume I ot the Dictionary of Occupational Titles, look up each of the following 
titles and get the classification number. 

Surveyor: ; 

Brake Mechanic: 

C y to tech n o I og i s t : 

Cytotechnician: 

Mayor: ■ 

Construction Engineer: 

Assembler: „_ 

Doctor: 

Physician: ; 
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PRACTICE SHEET FO:^ INTERPRETING 
THE SIX DIGIT CLASSIFICATION 
NUMBER: COUNSELOR 015.108 
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Instructions : Interpret the classification number: 
Counselor CIS. 108 for me-iining. 

0 * 

Of* 

045 

015.1^ 

045.10 

O^tS.lOS 
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Instructions . Interpret the Qualificat?ons Profile for Instructive Work. Fine 
Arts, etc., .028, on page 226. 
Volume 11. 

* 

CEP 5 6 
SVP 7 8 9 
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